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TRAVEL ADVANCES 
FISCAL 07-09
Issue Date: 2006
Effective Date: Immediately 
1. Purpose 

Provide guidance when using the SDO travel advance account. 
2. Revision History
	Revision Date
	Revision Number
	Change Made 
	Reviser

	04/30/2007
	01
	Revision to Previous Policy
	C. Bradley 

	05/17/2007
	02
	General Revisions
	R. Bauchle


3. Persons, Groups, Systems Affected

All IOT employees 

4. Policy

IOT will institute an SDO (Special Disbursement Officer) to be used exclusively for travel advances.  Travel advances from the SDO account should only be used when they are absolutely necessary and when proper documentation is provided.  It is the responsibility of the employee to return the required documentation within the designated timeframe and repay the travel advance.
5. Responsibilities 
5.1. IOT staff complete required documentation and comply with all travel advance rules. 
6. Procedures

With the implementation of the SDO account within IOT, the following rules will be implemented and strictly adhered to by IOT Fiscal and/or management:

· IOT will follow all SBOA guidelines regarding SDO accounts.

· The SDO account will be maintained and reconciled monthly back to the original $5,000.00 deposit.  All advances will be carefully tracked and reconciled by someone other than the individual signing the disbursements.

· IOT will advance travel funds to employees to cover only the costs of approved hotel charges and associated taxes.

· There is a $1,000 travel advance limit per individual. 
· Disbursements will be documented and paid using the following standards:

1. The employee will complete a state travel advance form (form 49630) and turn it in to their manager along with a signed copy of their G-10 Authorization For Out of State Travel (form 823).  The advance can not be more than the hotel rates listed on the G-10 and not to exceed $1000.
2. The manager will approve the travel advance and turn it in to fiscal no later than one week prior to the travel date.

3. A check will be written from the SDO account to cover the approved advance amount and given to the employee along with a signed affidavit stating that the employee agrees to repay the SDO account once they have received repayment from the auditor’s office (see attached).

4. Within one week of completion of their travel, the employee will complete the travel voucher (form 980), attach all receipts, and turn them in to the fiscal department.

5. Assuming that the G-10 and travel voucher have been correctly completed and all that receipts are accounted for, a check or direct deposit should be received from the auditor’s office within 7-10 days.

6. Employee will reimburse IOT for the travel advance upon receipt of the reimbursement from the auditor’s office per signed affidavit. 
7. Appendices 

IOT Travel Advance Request attached below.  

IOT Travel Advance Request

As described in the Indiana Office of Technology Travel Advance Policy,  $_______________ is being advanced to you to cover the costs of your hotel and associated taxes for your approved G-10.

Your total amount of advance travel represents a loan for approved travel and is returnable as specified in the “Collateral Commitment” described below.

Collateral Commitment

I understand that n the event that my employment with the Indiana Office of Technology should terminate (by my choice, or otherwise) prior to the repayment of my loan from the Advance Travel SDO account, I hereby authorize the human resources department and accounts payable section(s) to give my paycheck(s) and/or checks for travel to pay IOT’s SDO with the authority of the Special Disbursing Officer to deposit same to the credit of the Advance Travel Fund.

I further authorize the mentioned Special Disbursing Officer to deduct from such check(s) or funds sufficient money to satisfy any loan of advance travel money which I received.  Any remainder of funds will be forwarded to me.  I further agree to not request a travel advance if I have an advance outstanding.

Finally, I agree to submit a travel voucher (State form 980) within one week following completion of travel.  I agree to repay in the amount of the loan from the Advance Travel SDO account immediately upon receipt of payment of the travel voucher by the auditor of state.  
I understand and agree to this procedure.

              Employee Signature                                        Date


  Supervisor/Manager Signature                        Date

             Controller/Designee



   Date
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